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Role: SECRETARY
General Areas of Responsibility:
· Record and publish monthly board meeting discussions and pertinent votes or decisions as “minutes”.
· Ensure the renewal and storage of pertinent documents are maintained in physical or digital format (i.e. copies of state tax & status filings, lease agreements, 3rd party vendor agreements, etc)  
· Maintain relationships with and manage any 1099 contractor activities:
· Game Officiating scheduling for the season
· Field (Practice & Game) reservations for the season
· Organization’s website & domain (if applicable).
Duration: CCFA appreciates a 2-year minimum commitment to each position, or until your respective child-athlete(s) ages-out of the league.
Time Requirements:
· CCFA Board mtg (1.5-2hrs per session), once per month, year round
· CCFA understands that personal conflicts will arise that preclude 100% attendance at all board meetings.  We ask that you make as many as possible and prioritize attendance at the meetings from June to November.
Voting Eligibility: This position is not a voting position.
Coaching Eligibility: This position is not restricted from holding any team coaching positions.
Compensation:
· This position is voluntary.  It receives no financial compensation, and the member is expected to continue to pay seasonal registration fees for children in the program.
· Position will fulfill any required volunteer hours normally assigned to parents of registered athletes.
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